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| INTERVIEW YOUNG GIRLS! 
fhe results of my experiences when looking for secretaries 
picturing you as | have found and as | hope to find you 
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Be Resourceful! 
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| A message written from a Cabin in the Smoky Mountains, near Gatlinburg. 
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“Mental Accessories” 


Tennessee, on a bright, sunshiny Tuesday morning 


RUTH PECK McLEOD 
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Information Desk 





Dent vou often have questions to ast 

bout the werk of secretaries. stenogra 

phers, tvpists, or shorthand reporters? W hy 

not send them to Intormation Desk, The 

Greece Writer. 270 Madison Avenue, Neu 

York | \. ¥.7 A letter is not necessary 
a postal card will do. 
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Results of the 
International O. G. A. Contest 


SCHOOL DIVISION WINNERS 


GRAND SCHOOL PRIZE 


Silver Loving Cup to the School and a $50 Savings Bond to each Teacher 


DIVISIONAL PRIZES 


First-Prize Trophy to the School and $25 in Savings Bonds or Savings Stamps to the 


l ea her or l eachers 


) ~ T) 
i 


Second-Prize Banner to the School and a Gregg Dictation Timer to the 
Tl ea her or leachers 


Third-Prize Banner to the School and a Grege Official Fountain Pen to the 
Teac her or T eac hers 


Prize-School Banner Winners 


High School and ¢ eee Division Private Schools Division 
~ ~ 
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Honorable Mention Banners—All School Divisions 


Illinois 
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See poge S528 for schools winning 
Honorable Mention Certificates 


WINNERS OF INDIVIDUAL AWARDS 
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ex Shorthand Reporting Course 
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Honorable Mention— School Division 


Gold Seal Certificate Winners 
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June Test Material 
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Senior O. A. T. Test 











INSTRUCTIONS Assume the letter and Advertising table are to be prepared for reproduction on the 
duplicating machine Use semiblock stvle and open punctuation in the letter, leaving space for the 
signature of the advertising manager Dictator's stenographer s initials are to be put in proper 
sosition at the end of the letter. When completed, fill in as if your letter is one of the duplicated copies, 
name and address, and the current date Prepare envelope also Then type the tabulated form 
Minimum office standard: Satisfactory work on first writing, in 40 minutes. 
ADVERTISING IN THREE MEDIA 
(Millions of Dollars) 
‘ ' 
‘ ‘ 
I 
Total 
| 
| $o4 $4.4 180 ) 4 
* 2. (w) | ps 
& 6.5 “05 63.5 323 
4 ; 3 x m 00.) 
5 15 10.9 0 59.1 
¢ 41 5 S58 th 
2 44.3 5 sso 4 0 4000 
x x 42.5 ss.? in 4¢ 
$1.4 0 16 ' 7 ‘ 
0 1 4 . «0 5 1 4.0 iso 
iss ; 205 51.4 ¢ AD 200 
110 1s ¢ 160 S18 49 1 ¢ 409 
; x 35 45 5 ; 11.6 275 
| 4 118 36.4 163 $0.3 43 13.3 324 
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Dear Sir: The information given in 
the tabulated form is of vital importance 
to you. It lists the amounts spent for 
different classes of advertising for the 
years shown at the left. You will also 
see the percentage of the total expendi- 
ture following the amounts, which are 
in millions of dollars. 

This is a good cross section, showing 





as it does the total amounts expended on 
magazine advertising, on newspaper ad- 
vertising, and on radio advertising. The 
information has been culled from the 
Advertising Information Bureau's sta- 
tistics for the magazines; and informa- 
tion regarding the newspapers was pro- 
vided by the Newspaper Editors Asso- 
ciation. Very truly yours, 








32 Pre Grece Wrirer, June, }§ 


June Competent Typist Test 


Lse double spacing in tvping this test 


In many offices where an information department is 
not part of the organization—and this naturally applies 
toa majority of offices — the secretary is usually the buffer 
between the public and his employer. Even in large or- 
ganizations, wherean information department issupposed 
to dispose of callers scientifically, many employers insist 
upon their secretaries interviewing all callers, except per- 
sonal acquaintances that have got by the intelligence de- 
partment centered in the information bureau. 

Thus, you will see there are two phases to the prob- 
lem of meeting callers. If your position is one in which 
you are expected to see everybody that comes into the 
office, you should develop the qualities that are generally 
to be found in the information bureau, fortressed with the 
additional viewpoint that your office assecretary provides. 
You will need a sort of detective skill in knowing the 
worth-while people you will admit to the presence of 
your employer. You will need to use good judgment in 
this for two reasons. First, you must not get the reputa- 
tion with him of being easy, or tenderhearted, with a 
predilection toward being influenced more by the airs 
and ambitions of the plausible caller than you are con- 
scious of his own convenience and wishes. You must be 
reasonably sure that any person you admit to your em- 
ployer’s office is entitled to see him and is well worth his 
time. In order to do this you must judge of the impor- 144" 
tance of the caller. Ability to judge human nature, as_!° 
well as a comprehensive knowledge of the business and 
the matters that your employer will discuss with callers, 161 
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is essential. You cannot acquire this skill in a day. It 
will necessitate much earnest study, tact, diplomacy, re- 
sourcefulness, and many other qualifications. 

Often it is very difficult to judge the importance of a 
visitor by first impressions. Usually the bigger, the more 
broad-minded the caller is, the easier it will be to deal 
with him. But not all important persons are big and 
broad-minded. Many resent being questioned about the 
purpose of their visit. You must overcome these resent- 
ments by the force of your own personality, your unfail- 
ing courtesy, your courage, common sense, tact, and the 
brilliaancy of your resourcefulness. Usually the man on 
a legitimate errand has nothing to conceal. Many callers 
on impossible errands are obsessed with the idea that if 
they can only see the top man in the firm all will be 
well. It is your duty to find out the nature of the errand 
of the caller, and render your own judgment on it. If 
it is a question about which you are doubtful and it is 
impossible for your employer to see the caller at the time, 
you must make some adequate arrangement for bring- 
ing the two together. 

You might ask the caller to make an appointment at 
another time, when your employer is not so busy; or, if 
it is a matter which he does not wish to attend to per- 
sonally, ask if there is not someone else who can take 
care of it. Situations of this kind can be handled tactfully 
without resorting toany sort of deception if the secretary 
is resourceful. 

If it is a matter which the secretary thinks should be 
brought to the attention of the employer, he may suggest 
taking a memorandum of the matters which the caller 
wishes to discuss and presenting it to the employer at 
atime when he can give them consideration.— Taken from 
‘Secretarial Studies,’’ SoRelle and Gregg. 


Repeat from the beginning until end the ten-ninw 
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INSTRUCTIONS Arrange the following copy on 
spacing. Type the date in top right 
BROWN TREASURE Cocoa is 


native to the American tropics, but a 
large part of the culture was transferred 
to Africa because of cheap native labor. 
The cacao tree, rarely over fifteen feet 
in height, is strikingly beautiful, with 
broad, glossy, blackish-green leaves, 
silver dappled bark, and brightly colored 
pods. The fruit grows directly from the 
trunk and resembles an elongated canta- 
loupe weighing up to two pounds. While 
harvesting is simple, timing is essential, 
for unripe pods yield inferior beans. 
Ripeness is judged by the color of the 
pod, which changes to yellow, vermilion, 
or orange. The seeds ripen intermit- 
tently throughout the year. 

The pods are opened with machetes 
and the soft pulp and beans about 
twice the size of a large kidney bean 
and 20 to 50 per pod are scooped 
out by hand. Curing is a complex and 
delicate process, and modern methods 
make use of mechanical equipment and 
controlled temperatures. After curing, 


-hand 
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corner. Type caps 


the bean is ready to be manufactured 
into either cocoa or chocolate. 

The initial process is identical. The 
beans are sieved to remove foreign mat- 
ter and roasted until they are an even 
brown. The roasted beans are cracked, 
fanned, separated, then crushed between 
grinding stones. About half of the cocoa 
bean is oil or “butter” and since the 
grinding generates heat, a thick choco- 
late brown liquid emerges, which after 
cooling is known as “unsweetened choc- 
olate.” 

To obtain cocoa, the “butter” is ex- 
tracted from the chocolate. This is ac- 
complished by placing the viscous mass 
of unsweetened chocolate in pots lined 
with camel’s hair. When squeezed in a 
hydraulic press, a stream of yellow 
liquid flows from the vents at the bot- 
tom. This is the by-product cocoa 
butter. A dry cake-like substance re- 
mains, which after being ground into 
powder and sifted is the cocoa of com- 
merce. 
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ON “GRIPES” AND “GRIPERS” 


What’s at fault when the job has lost all its interest for 
you and has become nothing but hard work? Could it be you? 





CHARLES LEE SWEM 
Official Reporter New York Supreme Court 
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| Who’s Who in Shorthand Speed 


Adept at Ballet Dancing as well as Court Reporting 


Examiner A. A. BOWLE Reports 
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» ALASKA 
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This track actually ond symbolically leads inte Alaska’s land of promise near Healy. 


special permission from an article by 


CARL E, BORKLUND 


Reprinted by 


in The Kablegram, publi-hed by Kable Brothers Company, Mt. Morris, Illinois 
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Wooded slopes of 
Hurricane Guich and 
the valley beyond 
give a good indica. 
tion of Alaska’s 
paper potential (left). 
Below is a backyard 
vegetable garden in 
Anchorage. Cabbages 
“and things” grow 
big and fast in cer- 
tain sections. Defi- 
nitely, Alaska is not 
ali a “land of the 
frozen north,”  al- 
though the season is 
shorter than the over- 
age of the United 
States. Obviously, the 
hills and valleys yield 
more than yellow gold 
to those who have 
the energy to seek it. 
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Compare this top pic- 


ture of a village 
clong the upper 
Yukon, just above 


Beaver, with the shot 
on the opposite page 


Supplies, brought in 
by steamer, are being 
unloaded. This site, 
too, may one day be 
thet of a modern 
city, os is Skagway 
ot right), where the 


cool, clear waters run 
deep for the Mount 
McKinley and other 
ships corrying the 
bulk of supplies. Airr- 
plones, oe railroad, 
trucks, and dog teams 
hendie much of the 
distribution to scat- 
tered iniond points. 
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Aetual Business Letters 


Letter Shop Service 
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Depression-Born 
Success 





NICHOLS FIELD WILSON 


In “Adventures in Business” 
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HE THAT WILL MAKE A GOOD USE 
OF ANY PART OF HIS LIFE MUST 
ALLOW A LARGE PART OF IT TO i 
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PasyGillhen Lynn Gillham 
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Brief-Form Letters 


A. E. KLEIN 
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Iie Missed the Booing 


From “The Friendly Adventurer” 
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The Latest Thing in Headgear 


International Printing Ink Division of the Interchemical Corporation 
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Medical Consultant, National Association 
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| Announcing... 


Office Manual for 
THE MEDICAL SECRETARY 


By MARKWICK, ERICKSON, and FREEMAN 


Otice Manual for the Medical Secretary is ‘just what the doctor ordered.” It is 


based on the replies of 539 doctors who answered a questionnaire on the duties 


' and training they thought desirable for medical secretaries. And their replies were 


supplemented by those of 124 practicing medical secretaries 


rt I 


In chapter after chapter, each packed with vital, authoritative information and 
struction. this brand-new text and reference book portrays the medical secre 


, : , Se 
e A professional worker e Editorial assistant 
e Oftce hostess e Accountant 
} ] | ~ rrear 
e Stenographe: e Helper in legal matter 
e Supervisor of mail e Laboratory assistant 
e Correspondent e A person 
e Collector for the physic e Applicant fora position 
Ihe book also treats, in separate chapters, such activities as telephoning, filing, 
banking, and handling other financial activities 
Office Manual for the Medical Secretary meets a long-felt need for an adequate 


; 


book in office training for medical secretaries. It's a valuable reference book, 
for the student and for the practteing medical secretary. Contains a reference 
ction that includes instruction on corftect medical and business usage. Illustrated 
throughout with photographs, special drawings, charts, forms, and records repre 


} 
senting actual practices and procedures in doctors’ offices 
é I 


Office Manual for the Medical Secretary will be off the press this summer. Place 
your order now for this brand-new book. Teachers wishing to consider the book 
tor classroom adoption are requested to give their summer addresses in writing for 
sample copies so thit the samples may be mailed as soon as the book comes from 


press 


THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisco Boston Dallas Toronto London 
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THE ESTERBROOK PEN COMPANY 


ee 
‘ 
Cooper Street, Camden, N. J. 
or The Brown Bros., Lid., Toronto, Canadas 


GREGG-APPROVED FOUNTAIN PEN 




















